Instructions for Initiating and Submitting a Grant Amendment in MATT 2.0

1. The Administrator or Authorized Official logs into the MATT 2.0 system at:
https://mshda-matt.org/login2.aspx?APPTHEME=MIMSHDA.

Investing in People.
Investing in Places.

Michigan Stat:
MSHDAHc;ﬁssggnDevaeﬁ)pmentAuthority

Login
Username

Welcome to the MSHDA Activity Tracking et
Tool MATT 2.0

2. Click on the “OPEN TASKS” button under the “My Tasks” section on the main menu.

Instructions:
We_lc;ome Rose Select the SHOW HELP button above for detailed instructions on the following.
Administrator = Applying for an Opportunity

Change Picture = Using System Messages
= Understanding your Tasks

= Managing your awarded grant
= Click Here to access MATT W1

Hello Rose, please choose an option below.

& View Available Opportunities

You have 2 Opportunities available.
Select the View Opportunities button below to see what is available to your organization.

[ wviEw oPPORTUNITIES |

& My Inbox

You have 2¥ new messages.
Select the Open Inbox button below to open your system message inbox.

OPEN INBO

& My Tasks

You have 16 new tasks.
You have 0 tasks that are critical
Select the Open Tasks Sutt

OPEM TASKS

ow to view your active tasks.

3. Click on the Grant (Grant Executed) to be amended.

Rose Test HML-2014-Rose Teg-

Grant org 9881-SP-07 Grant Executed 6/2412014
Rose Test HML-2014-Rose Tes-
Grant org 9881-SP10 Amendment Request In Progress  5/21/2014

RoseTest ~ ESGPR-2013-9881-
Org 00009

Progress Report Progress Report In Progress THIZ014


https://mshda-matt.org/login2.aspx?APPTHEME=MIMSHDA

4. Once the Grant menu appears, click “Change the Status”.

Administrative Tools

e Modification History
Change the Status
Status History

Related tems

(OB

Add/Edit People

5. Click “Amendment Request in Progress”.

Possible Statuses
AMENDMENT REQUEST IN PROGRES S

6. To change the budget, grant term and/or program description click “Grant/Budget
Amendment Request”.

Amendement
D GrantBudget Amendment Request
@ Amendment History

7. After selecting the item(s) to be amended and entering the reason for the amendment, click
“SAVE, then click on the Document No. to navigate back to the grant forms menu.

O Bac /

Document Information: HML-2014-Rose Tes-0881-SP-09 é__
») Details

You are here: = Grant Menu = Forms Menu

|.sAVE | | CHECK GLOBAL ERRORS |

GRANT/EUDGET AMENDMENT REQUEST

Instructions: Click the appropriate checkboxes and explain the reason for the amendment in the text area below the checkboxes. Click the Save
Selections button. Specific fields on all ofthe tabbed pages will be opened for editing depending on what you have checked.

Amendment Number

Change Budget

O Change Grant Term

Change Program Description
|| Change Special Condition

["| change Grant Mumber/ Funding Source Year

Describe the reason for the amendment:
Requesting to move $2,000 from Prevention FA to Rehousing FA.




8. To amend the Program Description, click the Program Description Link; to amend the
Budget, click the “Grant Budget” link; to amend the Grant Term, click the “Grand Funding
Information” link. Make the change(s) needed on the form(s), “SAVE” the page(s), click the
Document No. to navigate back to the Grant menu screen.

Grant Information
@ Enter Standard/Pre-Disbursement Conditions (3)
é Current Standard/iPre-Disbursement Condition
L - / Michelle Edwards
rrogram Description "
@ Program Description 71142014 11-44:07 AM
@ Grant Documents LI ) MITE

T114/2014 11:49:05 AM

Michelle Edwards
Eig Grant Budgst 71412014 11:44:26 Al
B Grant Funding Infarmation ieam0re 110 71142014 114

7472014 11:45:10 AM TM4/2014 11:47:48 AM

9. To cancel the Amendment, click “Change the Status”.

Administrative Tools
é Modification History

é Change the Status K

10. Then click “Cancel Amendment”.

Possible Statuses
ROLLBACK TO GRANT EXECUTED

(e ] m—

11. After the Amendment request is complete, the Authorized Signer logs in and clicks on the
“OPEN TASKS” button under the “My Tasks” section on the main menu.

Instructions:
Welcome Joe Select the SHOW HELP button above for detailed instructions on the following
Authorized Signer = Applying for an Opportunity
Change Picture = Using Systerm Messages

= Understanding your Tasks
= Managing your awarded grant
= Click Here to access MATT W1

Hello Joe, please choose an option below.

& My Inbox

You have 8 new messages
Select the Open Inbox button below to open your system message inbox.

[orEnmeox |

@ My Tasks

¥ou have 8 new tasks.
¥ou have 0 tasks that are criti
b

Select the Open Tasl elow to view your active tasks.




12. The Authorized Signer clicks “Amendment Request in Progress”.

Q My Tasks

Export Results to Screen « Sortby: — Select— - @
Grant e desl R aprs —Te=  GrantExecuted 611212014
Grant EJCI?E Test EQQT]-_QSU;_%—SRG% TS GrantExecuted 014
Grant E*" Test W Grant Executed 612412014
Grant E*" Test W Amendment Request Su 7162014
Grant EJOEE liesi W Amendment Request In Progress T6/2014

13. After reviewing the Amendment request, the Authorized Signer clicks the Document No. to
navigate back to the Grant Menu.

Q) Back
Document Information: HML-2014-Rose Tes-9881-ESF-06 /

You are here: = Grant Menu = Forms Menu = Budget

14. Then clicks “Change the Status”.

=] WModification History /
e Change the Status

e Status History

e Related ltems

e Add/Edit People

15. Authorized Signer either submits the Amendment to MSHDA for review or cancels the
Amendment.

Possible Statuses
AMENDMENT REQUEST SUBMITTED

APPLY STATUS

ROLLBACK TO GRANT EXECUTED
| CANCEL AMENDMENDMENT




16. If the Amendment is returned for modifications from MSHDA, the Authorized Official or
Administrator logs in and clicks the “OPEN TASKS” button under the “My Tasks” section on
the main menu and clicks “Amendment Grantee Modifications Required”. Follow Steps 6-8 to
make the requested modification(s), “SAVE” the change(s), and then click on the Document No.
at the top of the screen to navigate back to the grant menu.

O My Tasks

Export Results to Screen ~ Sortby: - Select—-

Grant Rose Test
Org
Rose Test

Grant Org

Rose Test

~ |sof
Rose Tes- Grant Executed 6r24/2014
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Rose Tes- Amendment Grantee Modifications Required 7/16/2014
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Progress Report
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17. The Authorized Signer logs in, following Steps 11-15 and either submits or cancels the

Amendment.



